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ABSTBACT 

This manual focuses attention on the problems 
invclved in -accounting for student body or ganization funds and offers- 
information that may. be used by school districtSoin e statilishing r 
reviewing r and revising fiscal policies and accounting procedures for 
"Student body organizations.. It is' p.nt ende^ that the application cf 
the basic principles set forth in the publication vill ensure^ 
high-quality control and accounting practices. Par^t 1 deals with 
management of student body organization , fund s. It touches on legal 
statusv establishment^ budgets^ income^ equipment^ funds^ insurance^ 
and audits of student body^x^aanizations . Principles governing ^ 
student body finance and administration of student organiza;tioi^ 
financial activities are also mentipned. Part 2 covers accounting 
systems for = student body organization funds. It deals with accounting 
terms and methods^ charts^ of accoun-tts> and guidelines for internal 
control of accounting. The appendix contains exairples of journal 
entries^ ledger accounts^ end-of-incnth working pa F^rs^ financial 
stateitaentsV and bank reconciliations. * (Aathor/JM) - * 
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FOREWORD 



Through participation in student body organization activities, students are afforded 
Cjpportiinities to work J;ogether in a variety of ways. Activities sponsored by the student 
body organization range from spectator sports to highly academic extracurricular activities 
and span the elementary, high school, and community college levels. A student body 

' organization provides opportunities and a camaraderie for students that cannot be obtained 
through the normal school-student relatioilSliip. It may also provide experiences that will 
enabfe students to achieve success in their chosen fields of endeavor. v - 

For a student body organizatiort^;^to be successful, the financial affairs of the organization 
must be conducted on the same liigh level as are other business operations in the school 
district in which the brganjzation is located. It is my hope that this revision 61 Accounting 

^Procedures for Student Organizations will provide sufficient direction to ensure the sound 
fiscal management and ultimate sucqgss of student body organizatioijs innCalifornia. Our 
students deserve no less/ - . 

Superintenden t of Public Instruction 





PREFACE 



The right of public schobl students to form a student body organization stated in the 
Education Code. However, this right may be ^.fjxercised only through the approval and ' 
supervision of the school district governing board. In addition to the members of the 
governing board, the students, teachers, administrators, and classified staff are involved in 
the operation of student body organizations. / 

All student body organizations are involved in receiving, spending, and accounting for 
money. In CaUfornia student body organization business is a multimillion-dollar business, 
and the organization's fiscal operation must receive the san^careful attention and review as 
is provided otijer district operations. Account irig fo^stufdent body funds should involve 
students and should be a learning experience for Ihem. Thfsjmanual focuses attention on the 
problems involved in accounting for student b^f^ organization funds and offers information 
that may be used to advantage by school distrFlts in establishing, reviewing, and revising 
fiscai policies and accounting procedures for stkdent body organizations^^ 

The Accounting Committee of the Califofnia Association of School Bu^ess Officials 
(CASBO) and the State Department of Education realize that some of tl)e procedures set 
forth in this manual need modification to meet the varying conditions within school 
districts. However, CASBO and the Department believe that the application of the basic 
principles set forth in this publication will result in administrative procedures ensuring 
high-quality internal control and accounting practices. 



WILLIAm\d. WHITENECK ' - JACK LIEBERMANN. 

Deputy Superintendent ^'^^^ Management 

for Administration ^ , Services Bureau 

> % 
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Accounting Research Committee of the 
California Association of School 
Business Officials 

Beniiy E. Langley, State Chairman; Chief Accountant and Business Systems Development 
^^Coordinator, Office of the Kern County Superintendent of Schools 

Sabino Galvan, Assistant State Chairman; Senior Financial Analyst, San Juan Unified School 
District 

George Covington, Chairman, Sacramento Section; Director, Accounting Services, Sacra- 
mento City Unified School District ; ' . 
Saniflra Derrick, Chairwoman, Northern Section; Budget Offic(?r, San Mateo Union High 
/ School District 

Leo B. Edson, State Liaison; Field Representative, Field. Management Services Bureau, 

California State Department of Education * ^ . 

Bruce A. KoCh, Chairman, Central Section; Director, Business Services, Office of the Madera 

County Superintendent of Schools 
Jerry J.- Kurr, Chairman, Southern Section; Director, School Financial Services, Office of 

the Riverside County Superintendent of Schools ? 
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District 
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Part I 



Management of Student Body 
Organization Funds 



Part 1 ol^'lliis piibljcation contains infoniiatioh 
oiu(l) thc-^^gai status of a student body organiza- 
tion; (2) tlic . principles ^fovcrning student body, 
finance; (3) administration of student body organi- 
zation financial activities; (.4) estij^blishnient of a 
student body organization; (5) preparation and 
control of budgets; (6) management of income: (7) 
VlisburstMiient Of funds; iH) equipmcjit: (^1 insur- 
ance; and ( 1 0) audits. 

■ . ■ ■ ■ 

Legal Status oi a Student Body Organization 

Tlie purpose and privileges of a stutUsit^ body 
organization in Cafifornia are defined in the state 
Education Co^e,- which authorizes a school district 
governiiig board to estabhsh regulations for the 
conduct of student body activities. Legal autjiori- 
tics have generally heJd^that a student body 
organization • is not a' pohtical subdivision of the 
state and has neither the status of a school district 
nor goyeriimental immunity. It may have tlu? status 
of a nonprofit organization uixJVr the. provisions of 
tite federal Internal Revenue Code, the state 
Revenue and Taxation Code, and the state Bank 
and Corporation Law*. Wheii this status is allowed, 
the organization is eligible for- exemption from 
* state ^nd federal income taxes: and from Social 
Security taxes; hqVvevcr, a waiver of' the latler 
exemption may be made. Xj^propriatc government 
agencies should be consulted' about these exemp- 
tions. 

In assuming the autjiprity given to. it by : the 
Education Code, a school district governing board 
must a^dopt regulations that govern (1) the^^stab- 
lishmcnt .of a student body organization; (2) the 
" supervision of the organization's activities; and (3)-: 
the operation and management of the organiza- : 
tion's finances. In forming regulations pertaining to 
il\c operation, ahd management of -finances, the 
boar<J must' consider current interpretati.on. by 
county counsels and the California Attornoy 
General. of.EducatTon Code provisions pertaining 
*to the * haiidling of student body organization 
funds. * . 
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Recommendation^x that merit siK^cjuil considera- 
tion 'by the governing board in establishing reguUi- 
tions for a student body organizatic^n are presented 
throughout Part 1 of this publication. Edihjation 
Code rctiuirements that pertain to the regulation of 
student body organizations arc identified by sec- 
tion number 

Purpose and Privileges of Student Body Organizations * 

48^.^0. Any grouj) of students may organize a 
sUidenl body a.ssociatiuri within the public schools with 
tlie ai)proval and subject to the control and- regulation of 
the governing board of the school district. Any siicii 
organization siiall have as its jiurposg tlie conduct of 
activities on belialf of the students api)rbved.by tlie 
school authoritfes and not in conflict with the authority, 
and resjionsibility of the public school officials. , Apy 
<;tudent body organization may be granted the use of 
school [)remises and projierties witjiout charge subject to 
such regulations as niay be established by the governiiig 
board of the school district. - \ ' ^ 

Approval of ScKo^l District Governing Board 

48931. The governing board of any^ school district 
may authorize any organization composed entirely of 

. pupils attending the schools a|' the district to maintain 
such activities as' may be approved by the governing 
board. The governing board of any school district 'may 

■ authorize student organizations to* sell food on school 
premises, subject to policy and regulations of the State 
Board of [-dUcation, The State Board of Education sljall 
develop policy and regulations for the sale of food by 
student organizations in kindergarten and grades 1 
through 1 2. which shall insure .optimum participation in . 
the school district's nonprofit food service programs and 
;ihall be in consideration of all programs approved by the 
governirtg board of any school district. Such policy and 
regulations shall be*effective January I. 1976, 

Nothing in this section shall be construed as exempt- 
ing from the California Restaurant Act. food sales which 
are authorized pursuant to this section and which would 
otherwise be subject to the California Restaurant Act. 

Fund-Raising Activities 

48932. The governing board of any school district 
may authorize any organization composed entii^ely of 
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^ pupils attending the sdiools of the district tt) niainCnn 
such activities, in(;luding j'und-raising activities, us may 
be approved by the governing board. 

The governing board of any school district may. by 
resolution, authorize any student body orgifnization to 
conduct fund-raising activities on school property during 
school hours provided that the governing board has , 
determined that such activities will not interfere with 
. the normal conduct of the schools. 

Principles Governing Student Body Finance 
Basic principles governing studejit bodf|, finance 
include the following: 

K the basic purpose of raising and expending 
•money by a student body is to promote the 
general welfare, morale, and educational ^ 
experiences of the student body. 

2. General principles: 

* a. Student bociy funds must J^e used ^to 
• promote and finance a program of wOrth- 

wiiile cocurricular acti-vities beyond those 

provided by the xlistrict. 
b^Money-raising projects must in general con- . 

tribute to sound educational principles ancl 

must not be in cdntlict with the ideals ot 

the educational program. 

c. Funds derived from the studeiU body must 
be expended in a manner approved by. the' 

; student^governing-body. 

d. Large sKidcnf^body reserves must be; dis- 
. couraged. 'Student" body funds- must in 

' - general be expended for the benefit ot 
tiiose students currently enrolled. in school 
who Jiave contributed in one way ^ or. 
' anol^ier to- the accumulation. of such fujuf^. 
If a long-range project isjjplanned, funtls 
may be carried and docimented for this 
project. 

c.^'rior approval by the student ^.^overning 
body must be obtained in the raising of 
^' revenue and the expenditure of student 

body funds. ' . . 
i\ Student body funds must be managed in 
accordance with sound , business practices, 
including adherence to accepted budget 
procedures. 

g. Student body business, including- the rais- 
• ing. and expending of money, must be 
conducted so that coilipetition with local 
business firms is kept to a minimum. 
' h. Although' ownership of student body funds 
rests wrth the student body, the school 
'principals, through authority delegated to 



tliem,^ must be responsible forVhe proper 
conduct of student body financial activities, 
i. Principals, acting through representatives, 
must participate in the preparation, modi- 
• fication, an*d inferinetation of procedures, 
regulations, ancl policies affecting -student 
body attairs. 

Certain retuureiiients concerning such matters as 
deposits and investments, funds for kindergarten 
through grade ^ix^Jcuuis, supervision and a\idit of 
funds, and UKT^matter of a trustee [or the fuyds ot 
an unorg^rfuzed student body are contained m the 
Education Code: 

Deposit or Investment of Student Body 
Organization Funds 

48933. The funds of any student b6dy organization 
established in the i^ublic schools of any school district 
■ shall, subji^t to approval of the |»overning board ot the 
schoyT^istrict. be deposited or invested in one or mote 
of tfe following ways: 

(JiJ De|)'osits in a bank or banks, whose accounts are 
insun^by the Federal Deposit Insurance Corporation. 

(b) \nvestnient certificates or withdrawable shares in 
state-clArtered savings^and loan associations provided 
su(;h asX^ciati'ons are doing business in this state and 
have tlieir accounts insured by the Federal Savings and 
Loan Insurance Corporation. 

(c) Purchase of United States savings bonds (Scries F 
aud C;) as authorized for. investment by .subdivision (a) 
of Section 1 0430 of the Government Code, 

(d) Shares or certificates for funds - received or any 
form of evidence of interest or indebtedness issued by 
any credit union in this state, organized under the, 
provisions of Division 5 (comniencinj^ with Section 
14000) of the Financial Code or the statutcs-of the, 
ynited States relating to credit unions insured by the 
administrator of the Natioiial Credit Union Administra- 
tion or a comiiarable agency as provided by a state 

. government. ' 

The funds shall be expended siftiject to such prote- 

• dure as m;iy be established by the sthdent body 
organization subject to the approval of Qaoli lif the 
following thrCe jiersons which shall be obtained each 
time before any of such tunds may be expended:- an 
employee or official of the school'dist^t designated by 

' -the- governing board, the .certificated employee who is 
the designated adviser of tlic-^iiarticular student body 
organization, ynd a representative ^ of , the .particular 
student body organization. 

Funds for Kindergarten Through Grade Six 

" 48934. The fu;nds of a student body orgunization 
established in the public schools for kindergarten anc),/ 
gray^es 1 to 6. inclusive, of any school district mainta(Tv 
ing kindergarten and grades *1 to 6, inclusive." jnay b^r 
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used to finance activities for noninstructional pcri()ds or 
to.augmejit or to enrich the programs provided by the 

district.. - 

'* * ■ ■ . 

Lxians and Investments • ^ . 

48936. In addition to deposit or investment pursuant 
to Section ^8^3, the funds of a student body organi/a- 

^ . tipn may be loWed or iriVested in^any of.tiie following 
ways: „ \ ^ " ^ 

> • " (a) Loans, with or witliout "thterest, to any student 
body organization established in another scliool of the 
district for a period not to exceed, three years. [Scliool 
business officials recommend a maximum of one-year.] 
/ (b) Invest money in permanent improvements to'any 
school "district property includirig, but not limited to, 
buildings, automobile parking facilities,^ gymnasiums, 
svyimming pools, stadia and playing fields, where such 
facilities, or portions Vherof, are used for conducting 
stu^nt extracurric^ilar activities or student spectator 
.^':sports, or wheh such improvements are for the benefit of 
the student body. Such investment shall be nrade on 
condition that- the principal amount of the investment 
plus a reasonable amount of interest thereon shall be 
returned to the student body organization as provided 
herein. .Any school district approving' sucli an investment 
shall establish a special funH in which moneys derived, 
from the rental of school district property to student 
body organizations shall be de/osited. Moneys shall be 
returned to the student hoS/ organization as con- 
templated by this section exclfeively from such speciaf 
furrd and^ only to the exlent thNt there are moneys in 
such special fund. Whenever, there are no out'standing 
obligations against the special fund, all moneys therein 
may be transferred to the general fund of the school 
district by action of the local governing board. 

Two or more stjudent body organizations of the same 
school district may join together ,in rnaking. such 
investments in the same manner a?^ is authbrized herein' 
for a single student body. N|>thing herein shall be 
construed so rfs to limit the discretion of the local 

/governing board in charging rental for use of school 
district property by student body organizations as 

' provided in Section-48930. 

^ [NOTE: The district may pay directly any 6osts 
Incurred in the conduct of athletic ^rogri^s, 
including, but /not hmited to, costs for offrcials, 
eqiiipment, &nd coaches' salaries. However, expen- 
NUtures may be restricted- by an opinion of local 
le^a/ counsel.] 

Supervision and Audit of Student Bo^y Organization Funds 

48937. The governing board of any school district 
* shall provide for the supeWision of all funds raised by 
any student body, or student organization iSing the 
name of the schobl. , ^ • ^ 

The cost of supervision may " constitute a proper 
charge'against the fftfids^of the district. 




/ The governing bo;Kd of a school district may also 

provide tor a continuing audit of student body funds. 
^ with sc1k)o1 district personnel. 

Trustee for Funds of an Unorganized Student Uody 

48938. In schools or classes for adults, regional 
occupational centers -or programs, or in elementary 
schools in which the student body is not organized, the 
governing »oard may apJ^6^nt an employee or official to 
act as tru/tee for sti^dent body funds and to receive said 
■ tunds in accordance with procedures established by the 
board. These funds shall be deposited in a bank or a 
savings and loan association, or both, approved by the. 
board and shall be expended subject to the approval of 
' said appointed employee or official and also subject to 
such procedure as may be established by the board. . 

The principles governing^ student body finance 
that are listed on page 2 of this publication must 
be adhered to by a trustee of an unorganized 
student body. i * 

.Administration of Student Body Organization 
Financial Activities 

The aciministration of the financial activities of a 
student body organization is the responsibilityr of 
' -the following personii or groups' of persons: 

Governing Board ; 

The school district governing board must adopt 
rules, regulations, and general operating policies 
necessary to ensure proper supervision artd control 
of the activities of a student body organization. 
The board mu^t be espekcially concerned with 
financial control.' It must delegate this responsi- 
bility to those who recognize and employ good 
business methods and ifnderstand the importance 
of maintaining good accounting records and proce- 
dures. ' ^ 

Superintendent *- ^ 

The district superintendent must act as the 
general supervisor of the activities of a student 
body organization and must see to the implemehta- 
tion.of the policies adopted by the district govern- 
ing board. " ^ ^ 

Business Manager r " ' 

(The district business manager must serve as 
consultant in financial matters for the student 
body organization as a ^whole and for each of its 
parts. . Further, the manager must periodically- 
revievy the'general firiancial structure of the organi-^ 
zation and the financial control procedures^ 
prescribed. • >^ 

■. ' ' \^ ) 
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Accountunt ^ r , 

The district accountant nuist O^^vclof) or assist 
.the business manager in developing aOeounling 
procedures for recording and controlhnj^ tlie J'inan- 
^''cird transactions oRhe student body organization. 
The accountant niust periodically review proccr 
^durcs to make sure that they conform to the psc- 
scribeil accounting procedures. 

Principal V 

Tlw school principal must be directly respon- 
sible Tor student body organization financial activi-^ 
ties and must make sure that tiiey conform to 
established ^policies and procedure's. Tlie principal 
may, Iiowever, .appoint student body advisers to 
see that-tl\^e required pr(^dures are folloAved. ^ 

Finance Comaiittee 

\The student body orgii^iization fin;ilice com- 
mittee may be made up of tlie s'cliool p'rii;icipal or 
his. or her designee-' the student body financial ad- 
(iser, appointed faculty members, and elected stu- 
dent body officers, J*Ie committee must prepare aJul> 
submit to the student council a budget for adopj( 
'tion an(/^.must inform tiie council of tiie requiry*^- 
ment tiiat'!. tlie council maintain records of Its 
actions. Finally, tiie committee must act in an 
advisory capaieity regarding tiie management of 
student body orgiuirzation funds. . 

Bookkeeper* ' ^ 

Tiie bookkeeper for a studt;jit body organization 
is imrnially responsible to tiie principal for keeping j" 
finan^l-ial records', including tax rc[X)rts. in accor- 
dance witii establisiied proce.duiji^. 

SiudSxi Council • 

According to tiie student body constitution,, tiie 
student council, is responsible for the adoj')tion of a 
budget, appro/al of expenditures, and authoriza- 
tion of fund-raising activities. \ 

Establishment of a Student Body Organization 
In the establishment of a'student body orga'niza- 
tion, certain items must receive careful consideration: 

Constitution t 

The constitution adopted' by a student body 
organization must state the name and purpose of 
the organization and must present the framework 
within wliich the organization will operate... The 
"following outline may be used in developing ii, 
constitution: 



council 



Article If Organization^ • 
i a. Name of organization / 

/ ^ b. Purpose Ind means of acconq^iish- 

/ ' nient • - 

c. Time, place, and freciuency of 
meetings of officers * • 

, ^ " d, Definition of ciuoruiii 

Article 2. Membership eligibility for member- * 
ship 

^ -Article 3. Officers and elections 

a. TitlOs and duties of officers 
' b.. lile'ction of.officers » 

e, Term of office 

d. * Kequirenieiits fxir eligiHoihty 

e. Appointment of conimiUee 
Arti\,-le 4. Representatives to' student 

other than otticers 
' • a. Method of selection 

b. . Qualifications for eligibility 

c. Term of office ^ 
Af+irt^ 5. Adiilt -advisers appointment by super- 
intendent,, principal, faculty, or stii- 
deiit council 

Article 6. .Financial activities' 
... a. Budgets* 
b-' Revenues 
c- Disbdrs^Miients 

d. Statements and reports 

Article 7., Clubs within tlie'vstudent body organi- 
zation . * % -V 
J a, Purines of clubs \ 

b. Method of (organization and discon- 
^ • t in ua nee ' - . . 

c. Financial activities 

^ ^ d. C onstitution and/or bylaws 

Article 8. AniendmentS'to constitution 
^ a. (Method of origination 

b; Rptiuirenients for adoption-. , 

Minutes of Meetings ^ 

The student bod,y organization and each ehib 
within the organization should keep ' miiuites for 
, each meeting. The minutes should include details 
. of proceedings, including financ/il matten5 per- 
taining to the budget, approva/ of /und-raising 
ventures, and . expenditure aufliorizations. The' 
iiiinuteS'tniglit be organized as follows: 

i. In.troductt^ry data . 

A. Location of meeting * 

B. Date andUime of meeting ^ 

C. Attendance at meeting 

1 . Presiding officer 

2. Number of members present- 



*3. Atlv*isLT(s) - , 

4. Guests ^ 

• ir Report ol' business 

A. Minutes of previoiLs meetihg . 
' . 13. Activities .of'^slancling LH)nimittees or 
special committees 

C . C ommunic;itu)ns y 

1).' Old business 
I". New business 

Hach motion mu^*t^e re|H)ftcd.'ln the repc^rt the 
' motion must be Uamd, the perstm who made the 
motion and the pj^^rson who seconded ii must be 
named, and t^ie result of vt)t4ng mus^ be giveji. 

Organization of tJhtbs 

• To become a recognized part o( the student 
body organi/ati()n. a club must be ct)mposed 
eatifely.or student enrolled in district schot)ls.. • 

„ Ally group of students may apply for permissit)n io 
form a cKib by submitting, for approval to ihe 
j:)oard'designated authority a proposed charter or 
'constitution,, wliich must specify at least the 
following information: (1) the title, powers, afid 
duties ot'- the officers and the manner t)f their 
election; (2) the scope of prt)posed activities: and 
(3)^;the name of the organization. On approval of 
. -the afrt^Ilcation, an eniployee of the school diskict 
must be appointed to act as supervisor oi' the 
activities of the club. (See I'iducation^Code Sectit)ii 
48905,. which prohibits membershi/^ in secT^'t 
clubs.) • • 

V» Ik 

Student Body Employees 

Approval of the hiring of all studen^t body , 
organi'Zatioru'employees mi^t appear in the organi- 
zation's miffetes. Thi^same practices'tJiat. apply to 
hiring, approval of overtime, and so forth that are* 
\ generally recommencl.ed for school districts must 
1 be followed by tht student body organization. In 
general, the fairest and simplest way to handle 
personnel practices is to make the Vegulat-ions and 
salary schedulers that apply to district employees 
also apply to the employees of^ the organization. 
Then^ certain rules may be adopted to covj:r the 
specific areas where exceptions are necessary. (See 
Education C'ode Section 48937, which deals with* 
the supervision and ^udit of studept fund^.) 

Preparation and Control pf Student Body - 

Organization Budgets <- - 

The school district governing board must estab- 
lish procedures to be followed for the preparation 



5 



and contrt)! of sdulenl body t)rganiza(ion buitgets. 
A sample j)rt)(.^edure is described as follows: - 

l*R piiriitlon of the iHudgct^ 

I'o develop an effective budget, the tinance 
ct)mmittee nuist consult those individuals rOkspon- 
sible for'budget performance orjbr th,e collection, 
'and disbursement of funds and students \w\\o may 
be in chiugc oT fund-raising ventures, ilirough the 
efforts of these individuals, a ba^su^^pt^ of Income 
antl expenditures can b\ ct)nipiletrATriu)Ugh it will 
still be necessary that rApK^sts be made tor-budget 
changes, the changes can bC held to a minimum if 
correct preparations luve been made. 

A preliminary budget must be prepared by the 
finance committee ^nd submitted to the stK).lent • 
governijig body on May 1. gjving in detail the 
bejiinning balances, estimated sources of income, 
ami. anticii^Jated" expenditures for the ensuing . 
^ school year. (Hie budget must set forth estimated 
income, expenditures, and the surplus to be on 
hanti at the end of the year.) Limits must be placed 
^on the amounts. 'of surplus that ma^/ be^ a cumu- 
lated during the school y^'ar. 

A t inal or adopted budget nuiVt be submitted Jo 
the bus^^iess division in October. At that time 
Tv'visions, in activit-ies must l\c reflected, such as 
those' brought arx)Ut by an increase or decrc'lise in 
'eiut)llment from that anticipated in May. When 
reviewed by the ' appropriate administrative unit 
(such aC^ district business 'office ), the budget be- 
V comes the working financial document of the 
student body -organization. Any expenditure that , 
exceeds the anu)unt appropriated for a budget, 
category must' have the prior approval of the 
^ student governing body. Approval is sought by 
retpicsting au'increased appropriation, iir the appro- 
priate budget category, not by requesting approval 
for the purchase of a specific item. However, 
increased appropriations must under no circum- ■ 
stances exceed anticipated income. ^ 

In, establishing revenue and expenditure e.sti-. 
mates, it is difficult to anticiptate all activities that t 
will take place in a given year. A simple method of 
proji^ction i^ to relate past performance to what is 
planned for the future; that js, to estimate the next 
^year's receipts and . e'xpenditures by relating them 
to the current ones. 'Once the basis of comparison 
is '.established, the budget amount' can be deter-' 
.mined. Although the amount should be adequate, 
.overbudg.eting must be avoided; it may eliminate 
an allocation to some other function. A conserva- 
tivc estimate is appropriate for rjjvenue because it 
is doubtful that every event will be' a financial 
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success. Revenue must be anticipated realistically; 
allowance must be made for possible losses. 

Control of the Budget ' 

The budgets adopted by the student, governing 
body must be^the financial plan of operation for a 
particular period of tiifie. Students, advisers, 
administrators, and board members must know, 
how the plan compares with what is actually taking 
place.." One of the mp^t effective means;of making 
this comparisGm?is through periodic statements that 
show the budget as adopfed, the revisions to both 
revenue and e^cpenditures, and the amounts receiv- 
able or un^pehded. These statements must be 
submitted - at least each" quarter to' the district 
business office and to other interested pa^rties. 
- The budget must be flexible enough for the 
prganization to accomplish its goals. Approval 
must be obtained. from the student governing body 
V before* the budget is amended so that the district 
^ administration ..and bdard can be made aware ot^ 
.rnaterial changes to a different type of function 
and of changes in the scope of existing functions. 

J^anagement'of Student Body Organization Incomer 
The incom^-of student body org'aqization is ^ 
subject to the accepted means of control described 
as follows: 

Collections and Verifications ^ 

All money collected from- any source must be 
substantiated by: 

-1. Prenumbered sttident body receipt^s 

2. Prenumbered auxiliary receip.ts 

3. Prenumbered (jl^s receipt records ^ 

« ^ 4. Cash registers supplying cumulative readings 

5. Prenumbered- tickets ^j^ " ^ , . 

6. Other auditable^cords * " ^ 
Prenumbered stationery ^(tickets and so forth) 

must not be printed in thq."school printing depart- 
ment. All forms must" be controlled through a 
central office. Whenever tickets are "used, ticket 
reports and unsold tickets must be ^available for 
audit. The audit trail is most;impdrtant. Whenever 
possible, money/ must be collected in a central 
bffice- Collections must be deposited dail^ and* 
must never be left in the school ov^r weekends or 
holidays. Bank deposit slips must be prepared in 
duplicate, an original for the bank Shd a duplicate 
signed by the bank telle^ for the student body 
activity accounting records. Immediately on receipt, 
' all checks deposited in' the student activity bank 



account must be. endorsed, with a rubber stamp 
showing a restrictive endorsement. - . 

.^^yOverages and Shortages 

Overages ^nd shortages must be reported to the 
principal or other responsible administrator. The 
loss of tickets must be regarded in the same 

. .manner as the loss of cash. Sales m^be^eported- 
as* the total rung on the register Adjusted ^ by- 
overrings or underring^. Tickets or tapes supporting* 
overrings and underrings must be retained. 'Daily • 
overages or .shortages must be reported- with as 
much detail as possible; that • is, overages of - 
• shortages must not be netted or offset. 

F^md-Raising Activities ^ 
' ^ Each plan for the. raising of student body 
organization funds must be approved hy:^ the 
student council anci the school principal. -The 'plan ' 
' must include a recommencled method of establish- 
ing financial accountability. The raising of funds 
- must have but one basic end in view--to promote 
the general welfare andrmorale of the'students as a 
^ whole. Fund-raising efforts must* be scheduled 
carefully to avoid conflict with other departments 
or organizations and must result 'in minimum 
interference with the schooPeducational program. 

Student Store . » , 

The transactions of the student store must be 
' recorded in the journals and ledgers of the student 
body organization a§ a general student body 
account and must be subjected to the .same 
accounting used for other transactions. Prior- stu- 
dent council approval must be required for pur- 
chases. (The council may .authorize expenditures 
not to exceed a stated amount for a period of not 
more than^ oqe month.) Bef(^e payments is made, a 
purchase order must be prepared, kn invoice 
' receivedj^om the vendof, and a receiving report 
executed. 

Receipts, of money must be recorded on a cash 
register or on a hand receipt. The cash register tape 
milist be machine-totaled. Daily cash register tapes 
and hand receipts must be turned over to the 

. bookkeeper together with the cash from sales. The 
tpokkeeper for the student body organization 
counts .the cash in the presence of the student store 
representative and ^renders a receipt. The total of 
^he cash register Ape§ plus hand receipts for sales 
are credited to studen\^^store sales, and the cash is 
debited to the checking account. Any difference 

V between the amount of cash received and the total 
of the cash reg^ter Japes plus the hand receipts is 
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journalized to cash over or short. If the amount, 
over or short is excessive or if a trend dewlops 
'regarding overages^or. shortages, the school princii- 
pal must be advised of :tm§,^^3Pter by the book- 
* • keeper. The cash register tapes and hand receipts 
' must be retained bi(^ the. bookkeeper an3 must be' 
" made available for audlf. All corrections on the" 
cash register must be made by the student store, 
adviser, who must explain the correction. 

Inventories of the studeYit stortj^-must be taken at 
* least quarterly under the supervision of the student 
store adviser on the dates p'rescribed by the district 
"tinsiness office. THe invehtory must" contain a • 
description of each item, the unit 'of issue, the 
quantity, the unit price, and the inventory value/ 
V'The total inventory value must be shown on the 
last page of the inventory. 

. Sale of Food Items . ' ' ^ ^ . 

As previously noted, the schol5t district govern- 
ing board may, by resolution, authorize student 
organizations -to sell Tood provided that in elemen- 
tary schools or higli schools no food items pre- 
pared on the premises are sold by these organiza- 
tions during the school day (see Education Code 
Section 48931). The California Administrative 
Code, Title 5, Education, states: ^ 

15500. Food Sales in. Elementary Sc'^ls. (a) Except 
as provided in subsection (b) and Section 15501, no 
school providing kindergarten or any -£>f grades one 
through eight shall permit the sale of food by pupil 
organizations if such school is participating in the 
National School Lunch, School Breakfast, or Food 
Distribution prpgram. ' * ' 

(b) The governing board of a schoo«l district or a 
county superintendent of schools may permit a student 
/ organization to sell not more than^pne tbod item per sale 
when all of the following conditions are met: 

(1) The specific nutritious food item is approved 
by the governing board. 

(2) The food sales do not begin until after the. 
close of the regularly scheduled midday food service 
period. 

(3) The sales during the regular school day are not 
' ^ of food items prepared on the premises. 

(4) There are no more than four such sales per 
year per school. 

.(5) The food item sold is a dessert type food, such 
/ as pastry, ice cream, or fruit. 

(6) The food item sold is not one sold in the food 
service program at that school during that school day. 

15501. Sales in Higfy Schools and Junior High 
Schools. The governing board of any district or a county 
superintendent of schools maintaining a high school or a 
junior liigh school may permit an organization consisting 
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soRly of pupils of sudi school to sell food items-d^ihg 
. or after the regular school day if the following condi- 
• tions are met: n ^ ' , • 

^ (a) The spe'cific nutritioCis food items are approved 
-V by the governing board. * 

(b) A student organization, or organizations, may be 
^ approved to sell food at any time during the school day, 
i;icluding the regularly scheduled food service period(s), 
as provided in (1) and^or (2): 

(1) Only one such 6rganization ,each school day 
selling no more than three types'of food or beverage 
items such as confections, popcorn, nuts, fruit, or 
soft drinks; and/or ^ • 

(2) Any -one or more student organizations may 
conduct no more than four food sales of any food 
items during'^a school year in each school, but such 
sales shall belield on the same four days for any or all 
organizations. 

" (c) The sales during the regular school day are not of 
food prepared on the premises. " ' ^' 

(d) The food items sold during the regular school day 
are nol those sold by Ihe district in the food servic^ 
program^t that school during that school day. 

The governing board of a schopl district jnain- 
feining a community college may lease real property 
ov^ned by the distrigt to a student organization for 
use as a food service facility (^ee Education Code 
Section 81675). 

Athletics 

A school's athletic program can provide income 
to the student body through (1) the sale of 
prenumbered tickets; (2) the receipt of a guaran- 
teed amount from schools visited; (3) the exercise , 
of radio and television ri'ghts; (4) the sale of 
programs; and (5) concessions. ' 

Concessions 

Therstudent body organization^ may negotiate 
agreements with firms for concession sales of , 
merchandise siich as pictures, articled of clothing, ^ 
and so forth. The income from these sales is 
considered p^rt of student body organization 
funds. , , , 

Pay Entertainments . » 

Entertainments to which admission is charged 
must be kept to a minimum, and admission charges 
mu^ be fixed at arriounts permitting the maximum " 

nuiMer of students to attend. ^ 

#» 

Publications ^ ^ 

Care must be exercised by the student body 
organization in negotiating contracts for school 
newspapers, yearbooks, publications, and 'the hke. 
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The selling price of these items must be set so that 
the maximum number of pupils may benefit from 
them. 

The type of advertising in school publicatio^is 
.must be approved Ijy the sohool principal or liis 
clesignatSd representative; cb^itrac'ts* . must be 
entered into wljen appropriate; aiuk^ billing system , 
^must 6e developed. " 

Scholarships and Trusts - ^ 

. Scholarship grants and trusts may. be accepted 
by the student council with the approval of tiie 
school district governing board or its authorized^ 
delegate, usually tlije school principal. The accep- 
tance, to be made in writing, must include all 
conditions prescribe^, by the^ donor. A statement 
must also be included regarding the disposition of 
any balance remaining at the close of the period 
for which the fund is established. Each scholarship 
and trust account must be established separately. 

Gifts^id Grants 

Money, material, or equipment may be accepted 
by the student body organization with the ap- 
proval of the school district governing board or its 
autJiorized delegate,' usually the school principal. 
The items received must have a legitimate use in 
tiie school program and must liot in any way 
conflict with it. 

Consideration must be given to installation and 
maintenance costs before acceptance of equipment' 
items. Tiie receipt, l|sc,- and disbursement of gifts 
or grants are subject to the same accountability as 
are other receipts and disbursements. 

Vending Machines 

Vending machines are .an integral part of the 
operations of the student body organisation and 
must comply with Education Cock-Section 48931. 
-Directions that can serve to guide vending machine 
operations are as follows: 

^ If 

Contracts. Vending machine opcrations inusct? be 
governe.d by a contract between the vendor aud^tlie 
student b*ody organization, subject to the approval 
of the district administration. The contract must 
spell out details regarding installation, mainte- 
nance, quality, quantity, commission rates, and 
types of food and drink! In addition, the contract 
Uiust give the student, body the "right to audit the 
records of the vending machine company. 

Controls. An adequi/te , system of inventory 
control must be established. Machines must, con- 
tain sealed, counters, \yliere feasible, as minimum 



protection. Records capable of being/liudited must \ 
be kept by the party servicing the machines. 

Profits f^ni General Activities 

A^-^od fus^l policy states tlia"t -profits made by 
"conducting acn%ities which ace supported by .the 
general student body' must ^e considered general 
student activity revenue aiid niay^^^t later be 
diverted to] the accounts^bf special groups.^ This 
approach Will discourage^ the constant pressure oii 
students, staff, and ce^niunity to support oTTe. 
student group after anorher. 

Interest Earned * 

interest may be earned on savings accounts, 
certificates of deposit, governmcMit bonds, and 
.other investments that meet legal requirements for 
the investment of student body activity cash. 
Checking accou-nt balance-s must be reviewed fre- ' 
quently to invest excesSvtj j^nds^lnt erest earned may 
be prorated to the various^tucTent activity accounts 
or credited as revenue to the student activity fund. 

Disbursement of Student Body Organization Funds 

/All disbursements of student body organization 
funds, including ' club, 'trust, ^and scholarsllip 

'accounts, must be made in accordance with an ' 
established system that encompasses sound ele- 
ments of internal control, good accounting prac- 
tices, and conformity with regulations prescribed 

. by the school district govexliing board. 

Purchase of Merchandise 

Requisitions must be submitted for prior ap- 
proval of purchases of merchandise or services. 
Purchase orders must be issued for purchases 
approved by the student council. *rhus, a student 
body is not obligated- to pay for an expenditure 
ordered' by a teacher, student, or other person who 
has not first received a. written purchase order from 
tl;,e ^ person responsible. These orders must be 
prenumbered and printed in multiple copies for the 
following uses: 

k Copy for vendor 
2. Copy for attachment to invoice 
^ 3. Copy for numerical file (include any voided 
orders) 

4..C'opy for person initiating request 
5. Copy for alphabetical file^^by vendor) 
Other nttttters to be kept in mind when mer- 
chandise is'purcliased are the following: 
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1. Payment must be made only after evidence of 
receipf^of the merchandise. - 

2. Expenditures must be supported by invoices 
or ottier accept^le documentation. 

'3. Disbursem^ents imist be made with ^prenum- 
-bered checks. .. . 

Two signatures must be required on checks.;. 
(See Education Code Section' 48933 'for. 
approvals required^)^ » : ' ' 



Prohibited Expenditures g > - . ♦ 

C&rtain expenditures that are prohibited ar^ the 
following: . ' 

1. Equipment, supplier, forms, and postage for 
> curricular or classroom use or for district 

business 7 / : ^ * 
.2. Repairs and mainteriance of. district-owned 
, ■ equipment 

>^ . 3. Salaries or suppliea which are .the responsibil- 
ity of the district 

4. Articles for the perS'bnal use of district 
employees . ^ ■ 

5. Gifts, loans, credit, or the purchase of accom- 
modationsifor district employees or others 

6. Contributions to fund-raising drives for chari- 
table organisations 

J" 

Contracts * » 

Serious legal Questions arise when a' student 
body, organizatiof^ enters into a contract. The 
principal question\iswhether a student body 
organization composed of minors is a competent 
party. Another question" concerns the ,person;il 
liability of an adult who becomes involved in the 
negotiations le^iding to the contract.- The law 
governing contracts is complex and difficult to 
administer. It is suggested, therefore, that careful 
and prudent consideration be given to every 
transaction when the monetary obligation may be 
■ beyond the financial ability of the organization to 
pay. The county' counsel must approve all con- 
tracts as to form. . ^ . 

The following" recommendations are offered in 
addition to and not in place of existing pplicies, 
rules, and regulations covering the disbursement of 
funds: 

1. The recommendation of a school official and 
' the approval of the business manager must be 
required for all contracts. When the contract 
expenditure is to exceed aii established dollar 
amount, the approval of the scliool district 
governing board must be required. 



2. Availability of funds must be ascertained, and 
sufficient funds must be encumbered to guar- 

">antee jjiiyment. 

3. ^S^ructibn contracts must i)e entered intp 
by the school district governing board. 

4. CcJlitri^cts extending* beyond the. fiscal year 
must generally be limited. Wjien^necessaryr 
"ho^wever, reCommendatiojIs liand 2 must, be 
observed first. 



SalesTax • 

This \secfion appJieS to , goods . plirchased for 
resale. Under prqvisibns of the California Sales and 
Use Tax Law]". student' body organizations are 
reqtiired to pay sales tax oh gross sales for gelling 
tangible personaf property: at retail. If goo3&i are 
purchased at retail and a tax is paid for them, the 
only remaining tax liability ;s for the ditTerence 
. between the'^^lirchase price aiid the selling price. A ^ 
student body organization must have a seller's 
permit separate. tTom the o^ne* held by the district 
office'. * . ^ , » 

Use Tax ^ 

The use tax must ^le paid by the student bo 
organization when items purchased frorn. ja 'retailer 
are used or consumed by any part of the stu 
body and the tax has not been paid to the reta^ 
at the. time of purcii^^^^fehis liability is usua^ 
incurred when goods a^HEhased from an out-dii: 
state .vendor. 
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Petty Cash Account - 

The petty cash account may be established 'to 
haye cash available for marking change or for 
making immediate cash payments of comparatively 
small amounts. These expenditures must have the 
same documentation as do other disbursements. 

Change Account 

A change account is normally estabUshed for a 
Iperiod of time, Yor a specific purpose or activity, 
and solely for the-^rpose of making change. When 
the purpose is completed, the aj:count must be 
returned for deposit in the 'bank account. Under no 
circumstances may expenditures be made from this 
account. 

Gearing. Account ^ - 

The purpose of a clearing account/ is to set 
certain financial transaction^^ apart fnt>m regula>' 
accourlts to avoid distorting, the geneS^l financial 
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condition of the student body organization. 

The type of transaction to be placed in this 
special account is that which must be remitted in 
the/e^tacf amount collected; for example, fees for j 
contracted transportation services. Because this 
type of account is -a wash account, a balance must 
not exist at the end of-the fiscal year. ^ 

Inactive, Scholarship, and TnTst Accounts 

Balances Of inactive accounts or accounts for 
graduated classes must be transferred to the general 
surplps of the student body ^ fund On proper 
authorization unless a specific provision is mad^ in 
view of future plans approved by the admin- 
istration. 

^ Equipment for Student Body 

Organization Activities 

The term equipment here refers to all physical 
property ,tof a permanent nature other than land 
and buildings that has the characteristic of mov- 
abiiity and is not consumed wholly or partially in 
its* utilization. Examples ^f equipment are 
ifiachines^^^fujiuiture, vehicles, and furnishings that 
are noTTntegral parts of a "building or a building 
servi(ie system. For further information see the 
-California School' Accounting A^anual {Siicmmcnto: 
Galifornia' State Department of E-ducaM;ion^ 1978). - 

Purchase of Equipmei\t 

before equipment is purchased with student 
body- organization funds/ the purchase must be 
approved by the governing board or its designee. 

Responsibility for^Equipment 

It is recdmmended that a student body organiza- 
tion formally donate to the school district equip- 
ment purchased with organiza^tion. funds. Uowever. 
the student body organization is not required to do 
so. Procedures to be followed in either case are as 
follows: 

, ^Equtiyrnent formally donated. The school dis- 
tinct governing board, at its discretion, formally 
pccepts tr>e gift from the stvidcnt body organiza- 
\k>n. The school district must set up appropriate 
ac^unting records," maintain the equipment, and 
obtafn insurance coverage. > 

7 . 
/Equipment not donated. The student body 
prgaiTsization is responsible tor purchased eciuy-)- 
Vnei\t, including repair, upkeep, and adequate 
•UQSurance. In this situation the student body. 



organization <must also (1) set /up appropriate 
accounts for fixed assets in the s(tudent organiza- 
tion's accounting ^system; {'^) maintain an inven- 
tory fecord^Tgr 'each item/3f equipment; and (3) 
take a ptfy.sfcal invejitory/of all equipment at the 
end of each school y/ar to determine, that all 
e(j^uipment o'wned by the organization i^on hand. 

Equipment Used for Income . 

The student body organization must be respon- 
sible for. and rrjust pay. for all Oosts—such as those 
for repair, maintenance, upkeep, and insurance— 
that are incurred througJi the use of equipment by 
the organization. Such costs paid by the school 
district must be reimbursed by tltp organization. 

Insurance for Student Body Organizations 

The responsibility for seeiifg that the student 
body organization receives adequate insurance 4)ro- 
tection rests with the governing board. Thi5 respgn- 
sibility may be* 'delegated -to. the principal. The 
district business- office should assist in. deterttiining 
and obtaining essential types of insurance, \\\ of 
the following types of insurance may be included 
in the district's coverage if it is beneficial to .the 

student body organization: 

. V. ■ 

l.Fire insurance covering physical property 
belonging tb the organization. It may be 
possible for the student body organization to 

\ secure t1rc insurance separately from the 
distrfct's policy; however, the cost will be 
more .reasonable if the organization's equip- 
ment is included in the district's policy. 

. 2. Theft insurance .covering the funds and physi- 
cal assets of the organizatibn. Theft insurance 
should be included in the district's all-risk 
policy and extended coverage policy. Tfie 
district may negotiate special limits jn its 
poHcy for the student organization. Because 
the organization will be handling smaller 
amounts of " mpney * than will the district, 
lower limits of coverage wilT be adequate. 
Also, special higher limits may be included for 
activities- wh^n larger - amounts of cash are 
involved, such as book sales or athletic events. 

3. Worker's compensation covering of^anization 
employees. Worker's compensarfOfr should be 
paid by the district, and a prorated sh^re of 
the student body employees' cost should be 
'charged to the organization. 

4. Fidelity bonding protecting the organizatio^i 
against 'losses perpetrated by employees or 



: menjbers. -fidelity bonding should be in- 

' eluded in the district's policy. 

^ ' ' • V 

S.Liai^ility insurance^ protecting thi organiza- 
tion. TTie organization may find it impossible" 
or, at best, very expensive to purchase sepa- 
\ rate liability insurance. The district's liability 
policy should be written to include' the 
district's name as insifred^plus the statement 
" . L . and student body organizations under 
the jurisdiction of the governjng^S^rd.' 

In* all cases the cost of the insifeac^.'^t^r adding 
organization coverage to the district's ^policies must 
beVpStiitiated and the amounts paid to the district > 
fonrcYganization funds. 



Audits of Student Body Organization Accounts 

The school district governing board is respon-" 
sible for thV auditing of the accounts of student 
body organizations. The board must provide for a 
continuing audit throii^h its own internal audit 
program and must, according\o Education Code 
Section 41020, provide for an annual audit by a 
certified public accountant or a public accountant 



> licensed by the State Bo^jd^W Accountancy. 
Auditing is^^very important part of good business 
procedures for a student l)ody organization. The 
audit must incUide a study o'fj financial procedures, 
controls, and conformance^ to law as well as 

. verification of accounts. The most important "func- 
tipn of Ithe aadit is to assist the adrninislratioil so 
that better procedures and controls may be estab- 
lished to enable the -student bb^^^rganization-to 
operate more eff&|tively. , - ^ 

r. The extent to whic^h internal auditit^g is per-^ 
formed by district employees depends„primarily on 
the nature of the student body organization and on 
the size of the district. When the activities of {he 

^organization are quite complex 'and widely scat- 
tered,, the use of internal auditors or independent 
auditors is almost indispensable. . ' ^ 
Educatioi^ Code Section 41020 states in part 
that "the cost of the audit provided for by a 
governing board shall be paid from district funds." 
Costs of bo/h inhsmal and independent auditing 
can be reduced by adopting uniform accounting, 
practices Uip^ghoutthe di^rict and by con- 
tinually improving/ internal cb;ntrol, accounting 
.practices, organization, aad thb internal audit 
program. ^ 
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Accounting System for Student Body 
Organization Funds , ' 
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Part II of this publication contains (1) d^ni- 

tions of important accounting terms and methods' 

of^accounting; (2) an explapation of the chart of 

accounts, including a. sample chart of accounts; an'U 

(3) guideline^ for the-jnternal control of accounting. 

■ ' '• , ■ ' ^ 

Terms U^ed in Accounting 

Important terms' that are commonly used in 
accounting are the following: . 

Accounting: The art of^ecording, classifying, 
and summarizing fpancial itansactions in mone- 
tary units for the purpose of disclosing the results 
of those transactions. ' ^ 

Accounting' cy^cle: The series of procedures 
required ta process financial transactions through- 
out a fiscal period. The procedure^ are listed in 
chronological^ldfiras follows: 

H^RecSDrding trxuisa^pns in 
enjlly (journals) * - 

2. Positing to ledger accounts . 

3. Taking a trial balance of the^^neral ledger 

■ • and seeing that the subsidiary record? are in' 
agreement with their controllii>g ledgel 
account / 

4. Making adjustments; .for example, for bad, 
debts and inventory t 

SfiJPreparing financial, statemerLLsrr^iich' are for- 
mal 'Statements reflecting accurately the 
results of business operations and the finan- 
' ■ cftri position of the enterprise 
^, 6. Closing the books 

Book of original entry: A book that contains a 
record^ of transactions in » clironological order^ 
nameslthe accounts to be' debited and credited to 
record each tfansactipn, and states the debit and 
credit amounts. The recording function is com- 
pleted by posting the debits anS credits shown 
in the journahtOjthe vj^ousaccount^ in the ledgers. 

Credit: The jight' snxejof a double-entry posting. 
The credit reduces assets and expenditures and 
increases liabilities, income, and fund balance. 



Debit: The left side of a double-entry; posting. J 
The debit increases assets and expenditures, and ' 
reduces liabilities, income, and fund balance*. - . 

Journal: Any accounting record in' wjiich finafw 
cial transactions are formally recorded for the first 
tirtie. Different kinds of journals are/ defiiled as 
follows: 



General journal: A journal used primarily for 
^, .^opening, adjusting, accrual, and closing entries; 
' "that. is, for those transactions of a less routine 
and frequent nature • 
Cask 'disbursements journal: A special journal 
use^i forjecbrding all'cash disburs^m^ents ' • 
Cash receipts journal: A'special journal used for 
recording all cash receipts . . 

Combination journal: A jburnah reflecting both , 
cash receipts and cash disbursement transactions 

Ledger: The final book , of record in busmess 
transactions in which all debits and credits from / 

4he journal are posted to appropriate accounts. . 

"feach part of every dou^:)le entry in th^ journal 
flows into an account at some point, in the ledger. 
The general ledger amounts for all the assets, 
liabilities, and elements of equity of aj^enterprise, 
including revenues and expenses. Ttie^ subsidiary. ■ 
ledger merely ^nlafges on a general terdger account; 

. that is, it provides supporting detail to a general 
ledger account. ' . 

Methods of Accounting d 
. Accounting systems can handle revenu6?\nd 
expenditures on a cash basis or on an accrual basiST^ 
These systems can also use centralized or decen- 
tralized accounting. These methods of accounting 
are described as follows: 

Cash basis: • Method of accounting in" which 
income and expenditures are recorded only when 
casll'is actually received or disbursed. 
^ Accrual basis: Method of accounting in which 
income is recorded when earfied, even though not 
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• ' ■ ' 
collected, and expenditures are recorded /wheTn ^e 
' liabilities;axe incurred but not yet paid. ^■ 

Modtfiek'^sh basis (modified atcrual basis): 
* Method ofaccounting.that conlb'ines the concepts 
' of cashrbasis accounting^ with those of accrual 
, accounting. ' ; . ^ 

Centralized accounting: Method of accounting 
jn which tlie financial transactions of a student 
. body organization are handled at a location other 
than at* an individual ' school. Th-e advocates of 
^centralized accounting cont^d that It*^ is much 
-**'tnore efficient than^ decentralized acco«inting in 
-thatVentralized accoufiting producers standardize^^ 
Slccounting-and reporting? impYove's^he elements oF 
^ internal contrci'l, permits tlie%^u^e ^ of maibhine-* 
• accounting equipment, provides improved budget- 
ary . controls, allows for the utilization of more 
. professional help and supervision, reduces the cost, 
oit; the external audit, and permits the pooled 
investment of student body moneys. 
\ Decentralized accounting: Method^f accounting 
f\n which the financial transactions of a student 
body organization are handled* at the school level. 
' The advocates of this method* of ""itccounting' 
. - coWend that the accounting ftinctioh at the school 
level 5is of educational value, that 'Centralisation 
does not^^cespond fast enough to the needs of the 
student body, that the communications for cen- 
"Iralized accounting are too cumbersQfne, and that 
in tlve final analysis the most important function in 
. accounting is that of cash collection, which iiiiust 
be performed at the school lev^. 
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103 Cash in 6anl^, savings: Funds deposited to 
earnjnteres!r. * . *^ • ' * ^ 

104 Cash collections awaiting deposit:- Receipts 
which have not yet beeo deposited in a 
bank account. 

105 Change account:^ A sufn of cash held for' 

' malcing ^^hange -available for daily activities, r 

106 A'ccounts receivable: ^Amounts due from 
various sourc^Sr including amouijts billed '^^ 

* . but not received. ' . 
107 -Prepaid expenses:" Amounts, of payments 
, ' rifedc in advance of tJ;ie receipt and 'utiliza- 
tion pf. services. Prepaid insurance pre-. -. 
; niiuras are'^ illustrative. That portion of the 
;* premiurh paid in advance ,fc>r c6vera:ge/- , 
\ ^ beyond the current fiscafl year is\charged'to g 
prepaid expenses. -^/ifustrneat«/?>^ -this-^^ 
account in the .^succeeding fisc|^^!^ear^^^ 
apportion the premium over X\jQ.^v\^f f^ 
corered. , ♦ 

108 Investments: -Securities, 
deposit, savings Jb.onds, c^i^j^i^j 
ments held for vary in 

109 Inventory: V 
including Boj 
like. ^ -^f 

1 10 Other curre 



it,as^ 
to - meet the c6sf 
current liabilities 




i^Sei^ting or to pay 



Mr 



\ 



^/a^rmanent character 



Chart of Accounts ,^ ^ 

A chart of accounts is a listing of accounts that- 
is systematically arranged and is applicable to a 
specific Concern. AH account names and numbers, 
if any, are listed in prdeS^ (The numbers showi) 
^re merely suggested.) . ^ 

^ Current Assets * . ^ ^ ^ 

Current assets are^those assets that are available 
or can be made readily available to meet the cost 
of operations or pay current liabilities. These iassets 
' are c^gorized as follows: . 

1C^^ Pq^tty cash: A -sum of money set aside for 
the purpose of making change ^r imme- 
diate payments of.small amounts for which 
reimbursement is subsequently made. 

102 Cash in bank, checking: Deposits and dis- 
bursements of' cash necessary to meet, 
current demands. . | 



Fixed Assets : 

Fixed assess are as^efe-^ 
'<? having continuin^aluej/^hey ar^ cate|orizeci as^ 
follows: . . V'r ■.' ' 

111 Land ' V ' " 

. 1,12 Buildings r 
113 Equipment- 

Current Liabilities y 

Current liabilities dre amounts due and payable 
.fot goods and services. The amounts should be 
payable within a 'relatively short period of time, 
^usually for no longer, than a year, and are cate- 
gorized as follows: <» ' \ • 
,201 Accounts payable: Unpaid balahces or in- 
dices that are, due^alld payable 
?02 Wages payable: - Salaries or wages that are 
due and payable to all -employees 

203 Federal incorn^ tax payable.^ • 

204 State income-tax payable 

205 Social Security tax payable 

206 Health and welfare payable 

207 Unemployment insurance payable ' . ^ 
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208 Worker's compensation insurance payable 

209 rSal^s and use tax payable: Taxes collected 
on sale of supplies and tickets and taxes 
due on iax-free purchases as from ^out-of- 
state vendors 

m^f/t Accounts 

Trust accounts , are sums of mqiiey held by^ the 
'student ^body, organization 'as trustee. ^^These" 
accounts are categorized as follows: * ' e ^ 

21 Scholarship accounts: Collections and dis- 
\ ; bursementS; ojE*,. fundsAddnated -specifically, 
for. 5cfiblarship awards^ . ' . . /i V:-. 
; 220- Class /^cctoiirfts: Collections a:nd dis- 
bursemenls of funds for class activities 
^30 Club accounts: Collections and disburse^ 
ments of funds for club activities ^ ^ 

SO Other trust accounts * ; 



Other Liabilities 



Other liabilities incurred byC^he st^eat body 
* organization are categorized as fSllows: 

^270 Deferred inccHpe: Incorne that is not 
<:redited to the current period but is set up 
to be recorded as income in subsequent 
periods 

280 Clearing: Recording the collection and dis- 
bursement of funds not pertinent to stu- 
dent body operations 

290 Fund balance (reserve, surplus): Excess of 
assets over liabilities^ 

^ Income 

Student body organizations receive income from ^ 
many sources. These sources are categorized as ^ 
^follows: ^ . • ' 

301 Student body fees: Receipts from^students 
for membership in the general student 
body organization 

30^2 Store sales: Receipts from sales of supplies, 
candy, and other merchandise . sold in the 
student store « \ 

310 Athletic events: Receipt^from admissions, 
cpncessions, league a^ements, tourna- . 
ment fees, and California Ihterscholastic 
Federation insurance and/or fees, all of 
which may be separated into required 
subaccounts 

320 Publications: Receipts from advertising, 
subscriptions, or photographs in the school 
annual or school newspaper 



330 Social activities: Receipts from dances, j 
parties^. the senior play, motion pictur^, i 
talent shows, and the like, promoted or 
sponsored by student organizations 

341 Vending machines: Receiplfe from commis: 
sions or rebates from^sales,fhrough vending * 
machines owned or leased by the student 
body organization ' , , ' , 
. '342 Interest earned: Interest earnings on in- 
vestments or on savings accounts in banks . 
or savings* and loan associations • 
. 343 Don^tionsi Gifts to' the ' student body^ 
" \^ organization from- persons, or orgaiiizatioi^s' ^- 

"344 Special events: Receipts from: special prcA, . 
ductions such as plays, art exhibits, handi- , 
. , craft displays, an df"thp like . ' ' 

345 Printing: Receipts ^^/rom student body 
organization printing services rendered to 
others . — ' 

390 Other: Receipts from miscellaneous items 
such as salvage drives, insurance rebates, 
gown. rental profits, and sq forth, whicb 
may. be recorded as miscellaneous if the 
total irrelatively small 

Expenditures 

Expenditures of student body organization 
funds are categorized as follows:*^ 

401 Store purchases: Net cost of merchandise 
to be sold through the student store 

402 Store Vages: Salaries or wages paid to 
persons hired to help in the operation of 
the student store . ■ \ 

403 Store supplies: Cost of stationery and 
'0^: supplies necessary to carry out sales and 

other functions of student^store operation 
407 Cost of sales: A summajy of accounts 40 i, 

402, and 403 
4 10 Athle tic events: Expenditures for such- 
items as athletic supplies, payments to 
.^^ir- officials, league dues, programs, insurance^" 
'"'f"''' awards, and the like, which may be'broken 
down into necessary ' subaccounts as 
required 

420 School newspaper: Cost of printing and 
distributing the studentX^wspaper or other 
schobt publications 

430 Social activities: Expenses required for the 
production and promotion of various 
dances, banquets, or events, including 
tickets, programs;' awards, entertainment, ' 
and the like . ^ 

441 Vending machines: Rental fee or cost of 



21 - 



15 



1^ supplies that are dispensed through vendiog 
macliines* . 

442 Student body oifganization (ASB) wages: 
Salaries and wages paid to student bocjy 
organization employees other than those* 
working in the student store 

443 Student body organization (AS3) supplies: 
Office -supplies for the daily operation of 
student body organization affairs 

444 Utilities: Gas, electricity, telephone, and 



water bills paid by the student body 
^ organization 
445 Printing: Paper, irJk, and other supplies. 
.•used in studsnt body organization printing; 
I amounts paid to'outside firms for printing 

490 bther: Miscellaneous gen&rah expenses 
chargeable to the student body prganiza" 
' tion but nor readily allocated to a specific 
category . ' • 



Sample Chart of Accounts 



Current Assets \ 

tty cash * - , , 

102 Cash in bank, checking 

103 Cash in Jjank, savings 

104 Cash collections awaiting- deposits 

105 Change fund 

106 Accounts receivable 

106.1 Commercial organizations 

106.2 School districts 

106.3 Student body members 

106.4 Other 

107 Prepaid expenses 

108 Investments (certificates of deposit, 

savings bonds, and the like) 

109 Inventory (stationery, supplies, books, 

candy, and so forth) . 
1 10 Other current assets 

Fixed Assets 
\\\ Land 

112 Buildings 

113 Eq,uipment 



Other Accounts 

290 Fund balance— reserve surplus (excess 



of assets over liabilities) 



Income 
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301 'Student body fees 

302 Store sales 
310 Athletic events 

3rO. 1 Admissions 
310.2 Concessions 
'310.3 Agreements 
310:4 Tburnaments 
310.5* California Interscholastic 

Federation* ^ ^ 

320 Publications 
330 Social activities 

341 Vending machines 

342 Interest earned 

343 Donations ✓ 

344 Special events (in drama, art, and so forth) 

345 •Printin'g - . 
390 Other 



Current Liabilities 

201 Accounts payable 

201.1 Commercial organizations 

201 .2** School districts 

201.3 'Student body members 

202 W,ages payable 

203 Federal income tax payable 

204 State income tax payable 

205 Social Security tax payable 

i 

Trust Accounts 
• 210 Scholarship accounts , \ ' 

210.1 * 
' 220 Class accounts 
220.1 
230 Club accounts 

f; • 230.1 • 
260 Other trust accounts 

Other Liabilities 

270 Deferred income 
280 Clearing 



Expenditures 

401 Store purchases 

402 Store wages 

403 Store supplies 

' 407 Cost of sales (summary account) 
410 Athletic events 

410.1 Officials 

410.2 Supervision 

410.3 Scouting 

410.4 Awards 

410.5 Dues and entry fees 

410.6 Banquets 
' 4ID.7 Filming 

420 School newspaper 
430 Social activities 

441 Vending ^machines 

442 Associated student body wages 

443 Associated student body supplies. 

444 Utilities 

445 Printing a 
490 Other * 



22 



Guidelines for Internal Control of Accounting ^ ^ 

To safeguard and^to preserve assets, ptotecr' 
agayHt- improper fund disbursements,^ and offer 
asstfrance that unauthorized obhgations cannot be 
incurred, it is necessary to subject the accounting 
system of a student body organization to internal 
control. In general, internal control of accounting 
refers' to well-planned.bookkeeping and aK^counting 
records, the proper supervision of fiscal activities, 
and the segregation of duties. y 

In any system of internal control of accounting, 
personnel, involved must' be segregated by their 
functions into (1) those who initiate or authorize'' 
transactions; (2) those who exejcute the trans- 
act ionfs'; and (3) those who have the responsibility 
for the item resulting from the transaction^ ^ , 

From the brief discus^on of internal control, it 
becomes readily apparent that few student body- 
financial entities are able to operate under an ideal 
internal control structure, frherefore, it seems 
inaurnbent upon management\vhich is responsible 
for internal control, to deveftop techniques to 
offset>^fiy weakness. 

One such device is the periodic interiial control 
audit. This audit may be conducted,by members of 
the schopl district staff or by an outside auditing 
^firm, the resuUs being reported to top-kvel school 
district management. 

A California State Department of Finance draft 
presents information on audits* of student body 
funds: v ' 



Student Body Fund 



Student body funds may be used to conduct. activities 
on behalf the students with approval of school 
authorities and not in conflict with the authority and 
responsibility of the public scliool officials. 

A frequent audjjt difficultylDf student body organiza- 
tion accounting is weak internal controls. Expanded 
audit procedures may be necessary to coirH')ensatc for 
the control weakness. Otherwise the independent 
accountant may have to modify his/her opinion regard- 
ing the student body organization's financial statements. 
In this event, the independent accountant should pro- 
vide management with management improvement 



recommendations to upgrade the student body organiza- 
tion's internal t^ntrols. ' 

Audit Procedures , Yes No 
9. Are Jlie student body financial' trans-, 
actions accurately recorded in the finan- 
ifial records'of the student body? ^ — 

Illustrative audit test: 

^. Review the st4dent body accounting records and 
o system for adequacy of internal control (Chapter IV) 
and conformity with generally accepted accounting 
principles. 

B. Read the minutes of the meetings and note matters 
pertaiiting ro the audit. 

C. Determine that the governing board of the district has' 
' established and adopted rules and regulaUons by 

which the studeilt body is governed. 

D. Apply the account balance . audit procedures on a 
selected basis to verify^ student body- fund assets, 
liabilities, revenues, expenditures, and equity. , 

t:. Determine that the activities were approved by the 
student body governing hpard and were directed to 
the interests of the student body and related clubs 
and organizations. 
F. Account for student body cards, admission tickets, or 
other items that have a fixed price. Reconcile the 
recorded receipts with the value of items issued. 
, Determine that where several activities are conducted, 
receipts are credited to the proper account. Check for 
^ the commingling of funds. / 

H. If the student body operates a cafeteria, ^^^nteen, 
.' book store, or vendifig machi^ies, verify income and 

expenditures by appropriate means. Test quantities, 
pricing, extensions, and footings of ending inventory 
of merchandise and supplies. 

I. Verify that loans to students from loan fun(fs were 
made in accordance with the trust and controlled to 
insure repayment: 

J. Determine that nust funds (i.e. funcls set aside for 
scholarships, club activities, class^ctivities, and other 
student-related activities) will not be used to finance 
general student body activities. 

K. Determine if there is a definite statement of policy 
which permits a clear distinction of revenue and 
expenditures between student body and district funds 
and if this policy is beind^adhered to.' 

L. Determine that^tudentliinds are not used for paying 
expenses due properly chargeable to the district.^ 



* -Standards and Procedures for Audits of California Local 
Educational Agencies: h'.xposure Draft." Sacramento: California 
State Department of finance, I-iscal Management Audit.s, 1978, pp^ 
. 160-62. \ 
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guidelines for Intemaf Control of Accoihiting* 

Cash Receipts . . . ' . * 

' i. Re<^(rds must.be maintained of all rc(^pt "feoi^ks and other numbered forms used iiy 
acknowledging the receipt of cash. 
2; All copjes of voided receipts must be-retained. ' 

3. Issuance -of receipt books, listing sheets, and subreceipt books to individuals an^fl 
actiVitiesmust be prof erl)* reporde^d. » 

4. C^shv turned in by individuals and activities must be identified with the numbered, 
receipts acknowledging initial receipt of the moneys. ^ ^ - 

5. All cash receipts mu^t be recorded promptly wh^n received. 

6:Xhecks held for deposit* must be endorsed with, the bank endorsement stamp at the 
/ . time they are receiVed. . . . 

7. Details as to the number of items receipted aitd the unit price per item must be^ 
. included in the receipt. 
^ 8. Cash deposits must be made promptly and shlill be intact. 

Personal checks must not be cashed from associated student body funds.. 
lO, Cash receipts from student fund-raising activities must be turned in promptly. 
1 L Commissions from vending machine sales must be collected promptly when due. 

12. Funds collected from vending machines must be accompanied by inventory 
depletion. 

13, The cash over/short account must be properly used, and .the .controls imposed by the 
school district mus^ be observed. ' • . 

Cash Disbursements ' , 

1, Cash balances must be reconciled with bank balances monthly, and detailed items 
listed on bank statements must be recorded on^he books. 

2, Voided checks must be retained and must have the signature space'cut off. 

3, Expenditures mus-t be approved by the student council and the proper three 
persons: the adviser together with student and board representatives. 

4, Cash expenditures must be supported by a vendor's invoice and a notation indicating 
receipt of materials gr services and any authenticated purchase orders. 

5, Disbursements by check must be properly signed and must be in agreement with the 
information? recorded in the journal. 

6, Authorized expenditures for which no disbursement has been made . must be ■ 
, ■ reviewed periodically for current status, 

7, Disbursements from petty cash must be properly supported by vouchers or receipts. 

8, Distribution of cash expenditures must be correctly charged to the proper account^. 

r " 

Sales and Activities "\ C 

L Revenuc-^oducing activities must be in accordance with those approved by the 
school district. 

2. Adequate ^control must be exercised by supervisory personnel over student 
fund-raising activities to ensure that such activities are in keeping with the intent of 
the program. 

3. Control of associated student body card sales must be mai^i^tained, including the 
nuihber of cards issued and the beginning find ending number^of the cards sold. 

4. Prenumbered stationery must not be printed in the school prmting department. ^ 

5. All activities must be approved by the school principal or his^br her designated 
// representative and must be endorsed by the student council. 



*The guidelines may also be used as an audit cheek. 
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6. All records of sales such as receipt books and register tapes must be reconciled to the 
cashier's receipt for jTioneys received. 

7. Student store'inventories must b^reviewed periodically to detetmnie^propriety as to 
. character and quantities. / I ■ 

8. Studept store profit and loss st^ement's must be reviewed periodically. 

9. All tilings by the student body must be collected w^ithin a reasonable time. 

. 10^ Complete minutest the student council meetings must be prepared on a timely 
basis. They must properly reflect approval of sales and activities. 

Purchases ^ . 

1. Items of purchase must be in accordance w^ith the intentions of the student program 
^ and must be reflected in the associated student body minutes. 

2. Associated Student body moneys must be spent to enhance^ the Welfare of the 
general student body, not a particular group. - • ' " 

3. Approved purchase orders, w^hether voided or not, must, be maintained numerically 

in a file. i • u- *u 

4. 'A11 contractual obligations must be properly authorized and kept within the 

established limits. 

5. The purchase of equipment must be recorded in the equipment account to afford 
control and inventory. T , \ 

5. Proper controls must b|e exercised to prdvent expenditures in excess of funds 

available to any particular activity. — ^ 
7. Timely payments must be made on all purchases on account. 

Financial Statements f . 

1. Monthly reports of financial transactions of various trust and club accounts must be 
prepared and must be submitted to the school principal and other appropriate 
officials and students. ^ . 

2. Periodic financial statements of budgeted and actual revenues and expenditures must 
be prepared'ahd must be submitted to appropriate managen\ent. ^ ' - 

3. An annual budget must be adopted by the.student governing body.^- 

4. A formal balance sheet must be prepared at least at year's end. 

5. The funds and innual financial report of the student organization must be audited 
annually by an independent auditor. • 

■ ^ 

Reconciliations 

Bank accounts must be reconciled monthly. ■ 



Date of audit \ Name of schsMd^ Person auditing 

. Questionnaire on Internal Control of Accounting 
Cash Receipts ' J 4 . ' 

1. Are records maintained of all receipt books and other numbered forms^ 

. used in acknowledging the receipt bf cash? * . ' ■ \ — — 

2. Are all copies 66 voided receipts retained? \ — — 

3. Are issuances of receipt books listing sheets, and subreceipt bpoks to . z'^- 
individuals and activities pro'perly repefrded and controlled? y — 

4. Is casK turned in by individifds- and activities identified with the . 
fRimbereH r^ce^ipts acknowledging initial receipt pf tlie moneys? ^ ^ \ — _ 

5. Are all cash receipts recorded promptly whbn received? — ^ 
^ 6. Are details as to the number of items receipted and the unit price. per item 

included in the receipt? ^ r'' 

^ 7. Are cash deposits made promptly, and are they intact? / 

8. .Are personal checks prohibited if cashed from associated student body 

* funds? 

9. Are cash receipts from student fund-raising activities turned in promptly? 

10. Are commissfions from vending machine sales received promptly when 
due? ] 

1 1. Is the cash over/short account properly used-, and are the contaiMmposed 
by the school district observed? 

Cash Disbursemejits 

1 . Are cash balances reconciled with bank balances monthly, and are detailed 
items listed on^bank statements recorded on the books? 

2. Are voided checks retained? 

3. Are expenditures approved by the student council and the proper three 
persons: the adviser together with student and^oveming board representa- 
tives? - ' ^ ' V 

4. Are cash expenditures supported ' by a vendor's invoice, a notation 
indicating receipt of materials or services, and authenticated purchase 
orders if required? ~ 

5. Are disbursements by check properly signed, and are they in agreement^ 
with the information recorded in the journal?. 

6* Are authorized expenditures for which no disbursement has been made 
reviewed for current status? ^ 

7. Are disbursements* from petty cash properly supported by vouchers-'or 
receipts? 

S., Is the distribution of cash expenditures being correctly charged to the 
proper accounts? 

Sales and Activities ' ... 

K Are revenue-producing activities in accordance with those approved by the 
school district? 

2. Is adequate control exercised by supervisory personnel over student 
fund-raising activities to ensure that such activities are in keeping with the 
intent of the program? ^ 

3. Is control of associated student body card sales maintained, including the 

• number of cards issued and the beginning and ending numbers of the cards 
sold? 
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4. Is prenumbered stationery printed by an outside firm?^ . 

5. Are>^\l activities properly approved by the |ghool principaUor a designated 
representative; and are they endorsed by tbe student council? 

6. Are all records' of sales such as receipt bo6ks and register tapes reconciled 
to the cashier's receipt for moneys received? 

- 7. Are .student stOre inventories reviewed periodically to determine propriety 

as to character and quantities? . \ ^ 
. . 8. Al^ the profj^t^^nd loss- ..Statements for the student store revieNved 
.periodically? • ^ , ) ' 

9. Are all billings by the s^tudent body collected within a reasonable time? , 
lO; Are complete minutes .of the student ' council meetings prepared on a 
timely basis? Dp the minutes properly reflect approval of sale and 
activities'^. " 

Purchases . 

K Are items of purchase in accordance with the intentions of the student 
program, and are the^Lirefl^ia-in the minutes? 
, 2. Are associated student body raoijeys spent to enhance the. welfare of the 
general student body and not a particular group? 

3. Are approved purchase orders, whether voided or not, maintained 
' numerically in a file? 

4. Are contractual obligations properly authorized, and are they kept within 
' established limits? • 

5. Is the purchase of equipment prcjfperly recorded in the equipment account 
to afford control and inventory? 

6.. Are proper controls exercised to^prevent expenditures in excess of funds 
- available for a particular activity? 

7. Are timely payriients made on all purchases on account? 

Financial Statements ^ 

L Ar/ monthly reports of finanei^-transactipns of various trust and club 
. " ' accbunts prepared and submitted to the school principal and othe^r 
appropriate officials and students? ^ 
2. Are pariodie^financial statements of budgeted and actual revenues and 
' expenaitus^s prepared and submitted to appropriate management? ^ 
' 3. Is an annffal budget adopted by the student governing body? ^ 

4. Is a formal balance sheet 1)repared at^least at the end of the year? 

5. Are the funds and annual financial report of the student organization 
audited annually by an independent auditor? 

Reconciliations . ' ' • • ^ 

Are bank acco^ints reconciled monthly? 
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General Journal 



' CaslV^Rj^ipto Journal / 
^ • Sources ol Journal Entri^ 
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" . C. End-of-Month Working Papers 
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. D.Financial Statements 
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Appendix A 

Journals 



GENERAL JOURNAL 



Date 


' n" 

Account title and explanation 


Post 
ref. 


a* 

Debit 


Credit 


19 

Sept. 1 

0 

■ \ 


it 

Petty cash 

Cash in bank, checking 

Cash in bank, savings ' 

Ac^unts receivable * 

Stores inventory 

Equipment 

ocnoiarsnip 'lunQ 

Class of 1980 

Class of 1981 

Class of 1982 

Letterm'en's Club 

i^aiin v^iuu 

Glee Club 

Girls' League . 

Fund balance 

Ml'' 

To open^counts as of Sept. 1, 19 — 


101 

102 

103 

106.3 

109 

113 

210.1 

220.1 

220.2 

220.3 

230.1 

230.2 

230.3 

230.4 

290 


25.00 
3,025.00 
1,000.00 

250.00 
1,500.^ 

450.00 


200.00 
100.00 
600.00 
100.00 
350.00 
150.00 
700.00 
200.00 
3,850.00 


Sept. 30 


Accounts receivable — commercial 
Athletics - agreements 

To record share of admission sales 
at football game of Sept. 29, 19„ 


106.1 
310.1 


300.00 


300.00 


Sept. 30 


at- 

Store purchases 

Accounts payable - commercial 

To record unpaid invoices as of 
Sent 30 19 


.401 
2CI.I 


750.00 


r\r\ 
/DU.UU 


Sept. 30 


Student store - cost of sales 
Store purchases 

To close storc'purchases account 


407; 
401 


905.00 


905.00 


Sept. 30 


Stores inventory 

Student store — cosj' of sales 


109 
407 


185.00 


185.00 




To adjust stores inventory to 
physical count as of Sept. 30, 19 — . 









■22 
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CASH RECEIPTS JOURNAL 

Sources of Journal Entries 

Sub Receipts Master Receipts 



Bank Deposit 



7 ■ 



No. 473 
Glee Club 



. No^390 
Student body fees 



I — V 



No. 221 
Student store sales 





No. 101 


Glee Club 


$15.00 


Acct. 230.3 




-1- 




No. 102. 


Student body 


fees . 




$30.00 


-^gAcct. 303 




-h . 




No. 103 


Student store 


sales 


$1,050.00 


Acct. 204 




302 





Bank 



x.xx 
xx^xx 
. ' X.xx 
x.xx 
xx.xx 
xx.xx 
, x.xx 
x.xx 
x.xx* 

XX.XX 

- xx.xx 

$1,095.00 



Journal Entries 



Cash Receipts Journal • 




Debit 


Credit 




r 


Date 


Description 


Rec. 


Cash 


30! 


302 


303 


304 


305.1 


Other 


Acct no. 


9-2 
9-2 
.9-2 


Glee Club 
Student body fees 
Student store salev 


101 

102 

" To^ . 


15.00 
30,00 
1 .050,(X) 


r 


!.0(X).00 


.30.00 • 

> ■ 






1,5 .00 
50.00 


230,3 
204 




Total 




1,095,00 




\f 

•1.000,00 


30.00 






65.00 





3a 



\ 
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CASH DISBURSEMENTS JOURNAL 



Sources of Journal Entries 
\ 





Journal Entries 



\ * « - ' 
* Cash Disbursements Journal - ^ . 




^Debit 


' ( 

Credit 






Date 


Description 


Check 
no. 


Cash 


401 


402 


403 


404 


410.1 


Other 


> 

Acct no.* 


9-2 
9-3 
9-5 
9-6 
9-6 
9-7 


Harmony Music Co, 
Stationers Corp. 
Howard Smith 
Sports Shops, Inc. 
Ray Johnson 
Jack Jones 


731 . 
■ 73-2 
733 
734 
735 
736 


u 50.00 
135.00 
15.00 
25.00, 
15.00 

•4 


130.00 
25.00 


r 


5.00 




15.00 

15.00 
15.00 
45.00 


50.00 


230.3 




Total 




255.00 


155.00 




^5.00 




50.00 
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Appendix B 

/ Ledger Accounts 

Cash in Bank, Checking 



Date 


Reference 


Amount debit 


Amount credit . 


Balance 


9-30 
9-30 


J.E. • 
CR. 1 
CD. 1 


3,025.00 
.1 ,095.00 ■ ■ 

oWre inventi 


255.00 


3,025,00 
4,120.00 
3,865.00 

109 


Date 


Reference 


Amount debit 


Amount credit 


Balance 


9-1 
9-30 


J.E. 

J.E. • , 


1 ,500.00 
185.00 

A pcnijyitK Pnv 

Commercial Orgai 


nhlp 

nizations 


1 ,500.00 
1,685.00' 

'201.1 


Date 


Reference 


• % ' ^— n 

Amount debit , 


Amount credit 


Balance' 


9-30 


J.E. 


- Glee Club 


750,00 


750.00 cr 

' ■ ■ 

230.3 


Date 


Reference 


Amount debit 

• 


Amount credit^ 


Balance 


9-1 

9-30 
9-30 


J.E. 
CR. 1 
C.D.I 


IP 

SOJOO 


700.00 
■ A ^ 15.00 

. V ■ : 


700.00 cr 
715.60y,cr 
665.00br 
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Student Store Sales 



302 



Date 


Reference 


Am^runt debit 


Amount credit 


Balance^ 


9-30 


C.R. I . 


Athletic Agreei 


1,000.00 
ments ^ 


1,000 .Op cr 
< RIO J 

7 


Date 


Reference 


Amount debit 


Amount credit 


Balance 


9-30 


J.E. 


r 


300.00 

/0 


300.00 cr 



Store Purchases 



401 



Date 


Reference • 


Amount debit 




f Balance 


9-30 


—t- 

CD. 1 


^ 15^.00 




155.00 


9-30 


J.E. 


750.00 




905.00 


9-50 


J.E. 




905.00 

• 


, -0- 



Student Store - Cost of Sales 



407 



V Date 


, Reference 


. Amount debit 


Amount credit 


Balance 


9-30 


J.E. 


905.00 




905.00 


9-30 ' 


'1 




185.00 


720.00 ' 
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Appendix c -End-of"- Month Working I 
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XYZ School District 
Vending Machine Control Sheet 

• . For Month of ,'19— 

: i ' \ 

Line 1 Physical inven^toiy at beginning of month (units: pencils, cans.-bottles, and so on) - . units 

^ Purchases during month: 

. Invoice number Date 'Price Units purchased 



Line 2 Total inventory available for sale: 

"j " . 

Line 3 Less physical inventory at end of month 

Line 4 - Total sales -for month 

Line 5 Amount to be deposited with bookkeeper 

(number of units sold times uiut price of ) 

J ' Income for Month 

Amount Ueccipt number 



Line 6 



Receipt number 



Date 



Income from sales 
Rebate income for month 
Total income for month / 



If lines 5 and 6 do not agree, please explain. 



.units 
.units 
.units 
.units 



Date 



Amount 



If line 6 is more than line 5, amount over = 
If line 6 is less than line 5, amount less = — 

Signed - 



School . 



(Please make a copy for the school bookkeeper.) 
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/ Appendix D 

Financial Statements 

Associated Student Body 
Balance Sheet 
September 30, 19 



1 



Assets 



Current Assets 
Cash in Bank, checking'' 
Cash in Bank, savings 
Petty cash 

Total cash 
Accounts receivable — commercial 
'Accounts receivable — student members 
Stores inventory 

Total current assets 

Fixed Assets 
Equipment 

Total fixed assets s 

Total Assets ' 



$3,865.00 
1,000.00 
25.00 



$4,890. 
300. 
250. 



^1 



1,685, 



$7,125.00 



450.00 



450.00 
$7,575.00 



Liabilities and Capital 



Current L iabitities 
Aiccounts pavable — commercial 
Sales and use tax payable 
Total current liabilities^ 



Trust Accounts 

Capital ^ 
Fund balance 9-1 
Year to date net gain 
Fund balance 9-30 



^ 



Total liabiliti^ and capital 

Statement of Cash Available 

Total cash 
Less: Trust accounts 

Purchase orders outstanding 



750.00 
50.00 




2,365^ 



3,850.00 
560.00 



4,410.00 
$7,575.00 



V 



4,890.00 

2,365.00 

1,200.00 3,565.00 



Total cash available. Sept, 30 



$ 1,325.00 
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Associated Student Body A 
Sta(;^ment of Income and Expenditures 
July 1 , 19_ to Sept. 30, 19 

Percentage 

Student stord sales $1,000,00 100.0 

Less cost of sales 

Beginning inventory 9-1 T,500.00 
Purchases 905.00 

^ ' 2,405.00 ^ 

I>ss ending inventory 9-30 1,685.00 

Cost of sales 720.00 72.0 

Gross profit , 280.00 28.0 
Student store expense: / 

. Supplies 

Stitdenh store net gain 275.00 27.5 



\ 



ASB general activity 

Income ' 330.00 

Expense 45.00 285.00 

Total net gain / $ 560.00 
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Student Body Account - XYZ Senior High School 
Statement of Student Club Tfust Accounts 

July 1,19 to June 30, 19' _ 



Student club trust accounts 
Scholarship aoeounts: 
Slater Memorial Fund 



Balance 
July I, 19. 



105.00 



Income qnd 
transfers in 



Expenditures 

and 
-transfers out 



$ • 



79.43 



Balance 
June 30, 19 _ 



25.57 



Class accounts: 

Class of 1977 
-Class of 1978 
Class of 1979 

Class of 1980 ^ 
Class of 1981 

Accounts under control of ASB: 

Hallcase Improvement Fund 
Marquee Sign Fund 
- Vail Memorial Fund 
Vail Improvement Fund 
Production Account 
Senior Prcfrn Account 

Club accounts: 

Adelphians 
Armenian Club 
Aero Modeling Club 
American Field Service 
Art Design Club 
Asians Come Together 
Black Student Union ^ 
Chess Gub 
Coin and Stamp Club 
Conservation Club 
Drama Club 
Excel / 
FishingClub 
Folk Dance 
" French Club . 

Future Business Leaders of America 

German Club * 

Gymnastics Club 

Interact (Jlub ^ 

Key Club 

Cal-Neva-Key 

Balance carried forward 



1,465.57 
4,004.24 

913.29 
1,461.32 

500.00 



17,175.93 
6,825.24 
4,320.05 
378.40 



1,465.57 
20,898.85 
4,143.84 
2,932.93 
204.95 



-0- 
281.32 
3,594.69 
2,848.44 
673.45 1^ 



3,300.00 


-0- 


3,1 96.92 


1 mi r\Q 
^ lUJ.Uo 


2,800.00 


-0- 


2,800.00 


-0- 


2,500.00 


-0' 


2,500.00 


.0- 


' 2,500.00 


13,852.34 


16,352.34 


-0- 


1,674.23 


2.88 


1,390.42 


' • 286.69 


4,342.58 


142.46 


1,985.04 


2,500.00 


61.07 


• 

-0- 


-0- 


61.07 


21.50 


106.00 


34.84 


92.66 


14.00. 


-0- 


14.00 


-0- 


26.19 


98.74 


^ 1 70.00 


(45.07) 


9.90 


96.95 


35.00 


71.85 


65.76 


280.93 


179.61 


167.08 


- 454.16 


1,195.57 


1,455.75 


193.98 


7.49 


32.00 


-0- 


39.49 


5.95 


3.32 


' 9.27 


-0- 


34.14 


8.95 


45.00 


(1.91) 


124.49 


80.00 


90.00 


1 14.49 


-0- 


47.40 


47.40 


-0- 


, 29.15 


2,00 


3 1 .1 5 




20.,20 


-0- 


20.20 


•0- 


^(5.86) 


70.00 


50.00 


14.14 


T55.92 


62.50 


45.00 


173.42 


^29.42 


52.88 


.55.00 


- 27.30 


159.79 


358.47 , 


' , 279.21 


239.05 


92.96 


532.80 


• 550.47 


75.29 


35.51 


"\ 1,337.43 


. 1,337.73 


35.21 


279.19 


A 30.00 


256.73. 


52.46 


$27,187.16 


Sp,093.24 


$62,656.65 


$1 L623.75 
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Name of report: Student Body Finiinciiil SliUenient 

Rccomineiided {(equency of report:. Moiitlily or quarterly . 

Description of report: This report jiresents the financial i)osilion of ail stiulent hM\ 
organizations in the distiict on the dale of tlie-rfeport. 

Suggested uses: ^ «/ r 

By: (ioverning board members and the connnnihty ' * 

Purpose: To inform the governing boarjd nicmbersr and-i the conmumily of tiie 

financial position U)f the student body organi/alions' for which the 
board is responsible ; 

* " ^; • ' 

This report is also appropriate for the business manager and/or 
controller for monitoring the fiiiancial activities of the student body 



organizations. 



iSainpIc School District 
.^^Uideiit Body Financial Statement: 
Combined Student Bodies 

As of March 31, 19 _ 



Assgls 

Cash in bank 

Cash HI savings and Kvan 

Inventory 

Chaise fund 

Accounts receivable ^ 

T(,)rai, assets 

Current liabjlities 

Trust account balances 
Sales tax liability 

Total, liabilities 



Junif >r 

S 4,(J5().31 
9.0G7,<S1 



.710.00 ' 



S 1 4,774, i: 



S 8/)59.58 
36,814,04 
'3,964»1 



3^'>;34.65 



S49.738.53 



S 3,934,65 



Aduif. school 

S (1,193.94 
8,389.10 



50.00 



4,669!06 



$14,633.04 



S 4,669.06 



Surplus 

■ Balance (7/1 /_) 
Adjustments: 
) ASB activity 
Student clubs 
Student store 

f 

Adjusted balance (3/31/__.) 
.Total, liabilities and*surplus 



10,843.66 

1 ,786.57 
2.143.89 



SI 4.774. 12 
i — 

S14.774.12 



31,050.0? 

(3.364.48) 
-L5.888.25 
2.230.09 



S45,803,88 



S49J38.53 



■11,025.30 
(1 .061.32) 



$ 9,963.98 
$14,6^3.04) 
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Name of report h 



Sttiaent Body Budget Report 



Recommended frequency of report: Monthly or<quarterIy 



Description of report: 



Suggested uses: 
'By: 

Purpose: 



This Report shows the/current year budget, actual amounts received or 
expended to date, arid revised estimates of receipts and expenditures 
for the entire year. Separate reports are prepared Cor each school with a 
. student body association. 

Governing board members and <4^community 

"To inform tlie governing board members, the con^munity, and the 
administration of current year operation 



This report is, also appropriate for use by th^^perintendent and the 
cabinet as well as the business manager and/oi( controller. Thisjcport is 
alsov useful to site managers in modifying activities if financial 
circuVnstahces change. I 

^ ' Sample School District . "^"^ 
C_ XYZ High School 
Budget Report for Quarter Ending % 
March 3 1 ;* 19 

Income - 



Account title < ' 
Basketball 

Basketball tournament 
Cap and gowr> rental 
Cash over 
Coke sales 
Dance performances 
Drama 
Football 
Journalism < . 
Major fund-raising activities 
^MerAership cards 
Miscellaneous 

Miscellaneous, transportation 

Music Department- Vocal 

Outside organization testing 

Social activities 

Speech and Debate Society 

Student store 

Swimming 

Water polo 

Yearbooks 

Total, income 



Budget- 
amount 

S 2,25(Q.OO 
1,200.00 
2,500-00 

7,000,00 
^00.00 
500.00 
14,000.00 
230-00 
5,000.00 
5,000:00 
1,500.00 
150.00 
500.00 
300.00 
2,000.00 
4,750.00 
2,850.00 
100.00 
100-00 
13,000.00 

S63,45b.00 



Actual 
amount 

, 3,028.55 
983.73 \ 
781.00 
25.00' 
: 6:i83.75 
-0- 
' -0- 
16,994,13 
-0- 
-0- 
4,404.50 
.2,697.86 
60.00 
-0- 
565.00 
2,353.85 
3,218.80 
2,437.98 
-0- 
' 82.25 
10,460.00 

54,276.40 . 



V 



Revised 
estimate 

S 3,029.00^^ 
. 1 ,468.00 
2,500.00 
25.00 
7,000.00 
500.00 
500.00 
16,994.00 
250.00 
-0- 

4,500.00 
3,000.00 
150.00 

-0- 
565.00 
2,354.00 
3,50*00 
2,650.00 
-0- 
82.00 
13,000.00 

$62,067.00 



\ 

-I 
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Sample School District 
XYZ Higli School / 
Budget Report for Quarter Ending 
March 31, 19 

Expense . 



Account title 

Assembly program * . 
inwards : 
^Baseball 
Basketball 

Basketball tournament 
Cap and gown rental 
Coke sales 
Drama 

Dues. and fees— miscellaneous 

Football 

Girls' basketball 

Girls Softball . 

Girls' volleyball 

Golf 

Miscellaneous ^ ' 

Publicity 

Rally committee 

Social activities 

Speech and Debate Society 

Student store 

Swimming 

Tennis 

Track 

Water polo 

Yearbooks 

Total, expense 



Budget 


Actual 


Revised 


amount 


amount 


estimate 


$ 500.00 


$ 345.00 


S 345.00 


2,500.00 


1 ,294.97 


2,500.00 


1,560.00 


1,155.42 


2,000.00 


2,475.00 


2,087.77 


2,088.00 


1,000.00 


1,450.39 » 


1,450.00 


2,500.00 


! -0- 


r 2,500.00 


5,000.00 


5,179.18 


- 5,500.00 


400.00 


27.00 


400.00 


800.00 


566.64 


800.00 


9,000.00 


9,137.02 


. 9,137.00 


550.00 


1,013.69 


1,014.00 


425.00 


240.00 


775.00^ 


750.00 


ZOU.UU 




515.00 


242.39 


515.00 


1,500,00 


1,696.07 


2,500.00 


300.00 


307.98 


350.00 


600.00 


799.82 


1 ,000.00 


1,500.00 - 


2,147.95 


2,448.00 


4,650.00 


3,182.12 


3,400.00 


2,750,00 


1,731.78 


2,500,00 


545.00 


560.50 


561,00 


580,00 


561.57 


580.00 


1,225.00 


212,00 - 


1,225.00 


830.00 


797.21 


798.00 


♦12,500,00 


2,805.14 


12,500,00 


$54,955,00 


$37,801.61 


$57,076.00 
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Name of report: 

Recommendeji frequency of j^ort: 
Description of report: 



Student Body Monthly Trial Balance 

jMonthly 



Suggested uses: 
By: • 

Purpose: 



This report presents month-end balances of each account and the detail 
of all activity during the month in each account. The final page 
included in this report represents a sample detail page. A separate page 
is provided for each account. These pages show all the receipts, 
disbursements, and journal vouchers written during the month. 



Site managers . ^ 

To inform principals, student body adviserj/^nd student body officers 
of the financial status of student body accmints 

' ^ \ 
This report is also appropriate for use by the business manager and/or 
controller. 



Account title 

Cash in bank, student body funds 

Cash in bank, trust accounts 

Cash in bank, savings 

Change funds 

Accounts receivable 

Inventory supplies 

Equipment 

Accounts payable 

Prior-year expense 

JPrior-year income 

Reserve for equipment 

Working capital net 

Cap and gown rental income 

Coke sales income 

Student store sales 

Yearbook sales 

Basketball income 

Cross-country income 

Football income / 

Membership card sales 

Swim income 

Water polo income 

Miscellanous income 

Awards expense 

Coke purchases 

Student store purchases 

Yearbook expense 

Baseball expense 

Basketball expense 

Cross-country expense 

Football expense 

Publicity expense 

Swimming expense 



Sample School District 
Student Body Monthly Trial Balance 
XYZ High School 
March 31, 19 

Debit 

$12,865,23 
9,620.58 • 
5,000.00 
140.00 
897.05 
5,239.44 
1,467.91 

717.22 



l,431sgjS 
5,051.08 
1,775.88 
2,805,14 
1,645.42 
2,182.27 
219.13 
9,137.02 
365.34 
560.50 



Credit 



\ 24.91 

327.80 
1,467.91 
11,785.31 
1,688.50 
6,428.95 
2,544.49 
11,811.75 
2,372.55 
6.25 
16',994.I3 
4;404.5.0 
586.50 
82.25 
475.97 
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'Account title Debit' Credit 

Tennis expense 561.57 

Track ejcpense ^ 262.00 

Water polo expense 797.21 , * ■ 

Miscellaneous expense * 213.01 A'x(\r\ 

California Scholarship Federation Club ^ i o if '09 

Class of 1979 . ' . ' ' J^J'^^ 

Class of 1980 ^q Va 

Drill Team Club ' , ^^'^^ 

Exchange student oor^c 

Key Club 

I^ttergirls' eiub . 
Lettermen's Club 

Music Club (vocal) . iq A 

Pep Club 

Total • $63.854.06 $63.854.06 
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Appendix E r 

Bank Reconciliations* 

■ ■ . . ■ - . y-'^ 

XYZ School District 
Bank Reconciliation 
for the Month of ; 

V 

Balance, per ledger (10/ $* 928.73 

Plus receipts • • 512.70 

Less expenditures • (1,211.68) 

Balance, per ledgej;( 10/ 3iy_) 229.75 

Plus outstanding checks v ' ' • , . ^ 

4283 37.47 

4299 1,055.00 

4300 18.02 1,110.49 

Less deposit in transit (265.70) 

Balance, per bank statement (10/31/_) j^C^ $ 1,074.54 

" ^ •■, ■ ■ . ■ 

♦Bank statements shoiUd be reconciled as soon as they are received from the bank. Bank charges and credits to be charged or credited to the 
books should be entered prior to reconciliation, i 
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Other>ublications Available from the Department of Education, 

Accounting Procedures for Student Organizations is one of approximately 400 publications that are 

available from the California State Department of Education. Some of the more recent publications or 

tho^ most widely used are the following: . V ^ 

Administration of the School District Budget (1975) (includes 1977 supplement) $ 175 

I Administration of the School District Risk Management Program ( 1977) 2.|U 

Ah Assessment of the Writing Performance of California High School Seniors (1977) ^ 2.75, 

Attendance and Enrollment Accounting and Reporting (1977) 2.80 

Bibliography of Instructional Materials for the Teaching of French (1977) ^1.50 

BibUpgraphy of Ijistnictional Materials for the Teaching of Portuguese (1 976) v .85 

Bicycle Rules ofthe Road in California (1977) y.. . ^-^O 

California Guide to Parent Participation in Driver Education (1978) 3.15 

California Guide to Traffic Safety Education (1976) 3.50 

California Master Plan for Special Education (1974) - ^ -^Ot 

California Private Sclibol Directory, 1978 ' ^-^^ 

California PubUc School Directory, 1979 ^; - ^^'aa 

California PubUc Schools Selected Statistics.. 1976-77 (1978) ^ >^,^ ^ 00 - 

California School Accounting Manual (1978) ^-^5 

California School Effectiveness Study (1977) -85 

California School Energy Concepts (1978) -^^ 

California School Lighting Design and Evaluation (1978) .85 

California Teachers Salaries and Salary Schedules, 1977-78 (1978) 10.00 
Computers for Learning (1977)' 

Discussion Guide for the California SchoctI Improvement Program (1978) 1.50^t 

District Master Plan for School Improvement (1978) *-50 

District Paid Insurance Programs in California School Districts, 1977-78 (1978) , 2.50 

English Language Framework for California Public Schools (1976) -s,^^^ 1-50 

Establishing School Site Councils: The California School Improvement Program (1977) \ : 1.50*t 

Genetic Conditions: A Resource Book and Instructional Guide (1977) . ^-30 

Guidance Services in Adult Education (1979) ' • 2.25 

Guide for Multicultural Education: Content and Context (1977) . *-25 

Gufde for Ongoing Planning (1977) * r }'in* 

Handbook for Assessing an Elementary School Program (1978)' 1-50 

Handbook for Assessing a Secondary School Program (1979) 1-50 

Handbook for Reportinl^ndUsing Test Itesults (1976) ... . 8.50 

Handbook on Adult Ediicalionm California (1979) 2.50 

A Handbook Regarding the Privacy and Disclosure of Pupil Records (1978) -85 

Health Instruction Framework for California Public Schools (,1978) 1-35 

Hospitality Occupations Cuniculum Guide (1977) 3.00 

Liability Insurance in California Public Schools (1978) 2.00 

Needs Assessment in Adult Education Programs (1978) . ♦ 1-75 

Physical Education for Children, Ages Four Through Nine (1978) 2.50 

Planning Handbook (1978) Hn*^ 

Publicizing Adult Education Programs (1978) 2.00 

Report of the Ad Hoc Committee on Integrated Educational Programs (1978) 2.60 

Science Framework for California Public Schools (1978) 1-65. 

Site Management (1*977) 1.50 

Social Sciences Education Framework for California Public Schools ( 1975) I • 10 

State Guidelines for School Athletic Programs (1978) 2.20 

Students* Rights and Responsibilities Ijandbook (1978) , 1.50t 

Orders should be directed to: 

California State Department of Education 
P.O. Box 271 ,^ 
Sacramento, CA 95802 

Remittance or purchase order must accompany order. Purchase-orders without checks are accepted only 
from government agencies in California. Sales tax should be added to all orders from California purchasers. 

A complete list of publications available from the -Department may be obtained by writing to the address 

listed above. , ^ 

fAlso available in Spanish, at the price indicated. 

♦Developed for implementation of AB 65. ' . 
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